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Exporting Report Results

The Exporting Report Results section provides an overview for exporting report results from the HRMS
Portal.

Topics covered in this section include:

» Export to CSV File
» Export to MS Excel File
» Export to Adobe PDF File
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Export to CSV File

Exporting report results to a Comma Separated Value file (.csv):
To open a report as a CSV file: Access the Context Menu and select Broadcast and Export - Export to

CSV‘ Minority Distribution
Display As Table ﬂ Information | Send | Print Version | Export to Excel | Comments
- Columns Full Time Claszified .
#of Employees  ~
= Key Figures
VRIS Perzonnel Ar""F_“n Cendoe® Ethnic Origin =
 Pe 1 A itter
reonnet Arsd 1110 Dept 10/Mot as=ignad 8
= Gender
- Ethinic Origin BroagcastE-Mail  [an {
P T e Broadcast to Portal  |nder 3
= Organizational Unit p— (0 3
Properties
j Calculations and Translations
At the File Download box, select Open Documents y [ VVTTEINOT RISPEMIC brigin 66
to open the CSV File immediately. Sort Personnel Area +| Resul iad
=1 Make American lndianislaskan
. [~ ] || Microsq . . .
File Download 515 4 1he CSV File is opened in Excel.
E File H
_ R TV A AL R Y= R TR 1Y
Do yau want to LLEnrenis this file? i Wt P I W N | W e @ﬁ | ¥ Reply with Changes... End Review... H i Arial
Al - # Minarity Distribution
F Mame: Z_STAMDARD_WEB_TEMPLATE.Csv E—
1 |Minority Distribution
L Type: Microsoft Office Excel Comma Separated Values Fil. .. 2 [Last Data Update:
3
From: myhrms.wa.gov 4 |Display As
5 |To adjust filter area, drag characteristics from navigation area into filter area
6
7 |Mo exceptions are defined
[ Save ] I Caneel l 8 |.""-"-""Full Time Classified # of Employees”:"Full Time Classified Avg Salary"-"Full Time
9 |Personnel Area;"Personnel Area”;"Gender”;"Ethnic Origin”;"™";"5";"""§";"""§".""."§".""§"
10 |1110:"Dept of Personnel”;"Female":"10/Not assigned";"8"."57
11 |1110;"Dept of Personnel";"Female";"American Indian/Alaskan”;"1";"63
12 |1110:"Dept of Personnel”;"Female";"Asian or Pacific Islander”;"6";"49
While files from the Intemet can be useful, some files can potentialhy 13 [1110:"Dept of Persannel”;"Female";"Black/Nat Hi 343
harm your computer. f you do not trust the source, do not open or | 14 |1110:"Dept of Personnel”;"Female”. "Hispanic™;™""""
save thig file. What s the risk? 15 |1110;"Dept of Personnel";"Female";"White/Mot Hispanic origin”;"66";"49
e 16 [1110;"Dept of Personnel”;"Female”;"Result";"84";"50
17 [1110;"Dept of Personnel”;"Male"”;"American Indian/Alaskan”;"";"™:"1";"111
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To Save a report as a CSV file: from the File
Download dialog box, click Save.

3. Determine where you want to
save the report results.

4. Select All Files or Comma
Separated Value from the Save

Export to CSV File

File Download

Do you want to open or save this file?

Mame: 7_STAMDARD _WEE_TEMPLATE.csw
Type: Microsoft Office Excel Comma Separated Values Fil...

Save

From: myhrms.wa.gov

[ Open Cancel ]

While files fram the Intemet can be useful, same files can potertially
harm your computer. f you do not trust the source, do not open ar
save this file. What's the risk?

v

i

as type dropdown listbox. Save As 2JE3
Note: If All Files is not Save n: | i Wi Compiei v © * @
selected, the .csv file will be | o ook
saved as a MS Excel Worksheet ,___] et '
by default. Recent
5. Name the file (include “.csv” at @
the end). SR
6. Click Save. R
File name: |Z_STANDARD_WEB_TEMPLATEcsy  |»| || Save |
I'uhrNet:.'w::rk Save as type: |I"."Iin::rosoﬂ Office Bocel Comma Separated UalueM [ Cancel ]
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7.  Locate the CSV file that was saved and open the file.

Export to CSV File

%] Microsoft Excel - Z_STANDARD_WEB_TEMPLATE.csv
@ File Edit View [nsert Format Tools Data Window Help
NG H RGPS BR S0 o8 AL 0 -0l
ENO® Mt Mot R W | Z] 3 |[i- | ¢ Reply with Changes... End Review... -E i Arial 10 ~| B 7 O
o2 - e
A | B | ¢ | b | E |
1 |Minaority Distribution
2 |Last Data Update:
3 5/28/2008 1:10
4 |Display As
5 |To adjust filter area, drag characteristics from navigation area into filter area
6
T |MNo exceptions are defined
8 """ "Full Time Classified # of Emplnyees "Full Time Clasmﬁed Awg Salary";"f FT Exemp FT Exempt and PT Avg Salary™’
9 |Personnel Area;"Personnel Area”;"Gender";"Ethnic Origin” "™ "§","""8","""§",""."§" " "§"
10 [1110:"Dept of Personnel”;"Female™;"10/Not assigned™;"8"; 5.7" 1147 114707 563"
11 |1110;"Dept of Personnel”;"Female";"American Indian/Alaskan™;"1";"63 468" ™" "g032" . 250" 2" "E 250"
12 |1110;"Dept of Personnel”;"Female";"Asian or Pacific |slander”;"6";"49 914" " "e 000" 641" "8, BB
13 [1110;"Dept of Personnel”;"Female”;"Black/Nat Hispanic origin”;"3";"43 364" 3644 " 801"
14 [1110;"Dept of Personnel”;"Female";"Hispanic”;"™:;"™";"1";"141 849" " 649" """ 649"
15 [1110:"Dept of Personnel”;"Female™;"White/Mot Hispanic origin™;"66";"49 744" R E AT 436790 2
16 |1110;"Dept of Personnel”;"Female”;"Result”;"84":"50 393";"8";"CAAE" ™" 973" 114" £52"
A7 14440 " Dot of Dorconng 1"l A ie o ndinnd f ool ey g 4 4 AEEr et g g g g gog

Result: The CSV file is opened in Microsoft Excel.
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Export to CSV File

The following example shows how to open the saved .csv file from Notepad:

1. Open MS Notepad. ” ' Untitled - Notepad
—) ||| File  Edit Format  Wiew Helg
2. Click File from the menu. New Chrl+h
) — DpEr... ErHO
3. Click Open. e rh3
Page Setup...
Print. .. Chrl+P
4. Change the Files of type setting to “All Files”———- =

and locate the saved .csv file in the
appropriate folder.

Loak in: | I3 MyReportsFalder

» o
L@l " Minority Distribution. csv
/fz) EmyFile. xis

My Recent
o

-

5. Once the file has been located, click on
it to select.

6. Click Open.

My Computer

— A 4
( E ; File name: ||'\"|in0|'i’r3.r Distribution .csv COpen

Dfiﬁ_wol» Files of type: |AII Files [ Cancel ]

oo

Encoding: [ansl
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Result: Report results have been opened in MS Notepad.

40 7_STANDARD_WEB_TEMPLATE.csv - Notepad

File Edit Format View Help
'Minority Distribution” ”~
"Last Data Update:" (ml
"05/28,/2008 01:10:21"
"Display as”
"To adjust filter area, drag characteristics from navigation area into filter area”
No except'lorls are defined”
Fu'I'I Time c'IaSS'lf'led # of Emp'loyees 3 "Full T'|me c'IaSS'lf'led Avg salar
Personne'l Area” Personne'l Area" Gender Ethnic 0r191r‘| H H
"1110"; "Dept of Personne'l Fema'le lO/Not assigned”;"8";" ?,
"lllO";"Dept of Personnel ";"Fema'le American In '|aan'Iaskan ,"
"1110"; "Dept of Personnel”;"Female Asian or Pacific IsTlander'
"1110"; "Dept of Personnel ", Fema'le B'Iack/Not H1spamc or'lg'ln H
"1110"; "Dept of Personnel” Hispanic™;"";"";"1"; 141,
"1110"; "Dept of Personnel’ Wh'lte/’Not H1spamc or'lg'l
"1110"; "Dept of Personnel’ Result”; "84";"50,393";
"1110"; "Dept of Personnel”;"Male”; "American Ind'lan,’A'Iaskan H
"1110"; "Dept of Personnel ", 'Male";"Asian or Pacific Islander
"1110"; "Dept of Personnel” i "Male";"Black/Not Hispanic or'lg'ln HE- =
"1110"; "Dept of Personnel”;"Male”; "Hispanic”;"3" "ty t3T 43,028 3 43,
"1110"; "Dept of Personnel ", ‘Male" wh'ite/’Not H'ispamc or'lg'ln 16"'”54 259""'2""'105 480"'
"1110"; "Dept of Personnel” i "Male"; Resu'lt H 107,47 2""'1" "14,268“;"2
"1110"; "Dept of Personnel”;"Result” Resu]t 109 50, 420 ll";"95,898"; "
"1111"; "Information Serv‘ices D'iv‘is‘ion""'Fema'Ie" As‘lar‘l or PaC'I'F'IC Islander
"1111"; "Information services Division Female"; B'Iack/Not H1spamc or'lg'ln
"1111"; "Information Services Division Female" , "Hispanic’ ,"l"; 60,420 ;
"1111"; "Information Services Division Female"; wh'ltefNot H1spamc or'lg'ln
"1111"; "Information services Division Female"; "Result"”;"37"; "66,891";
"1111"; "Information services Division Male lO/Not ass‘lgned""' ""'61 956
"1111"; "Information Services Division Male Asian or Pacific Is'lander "
"1111"; "Information services Division Male B'Iack/Not H'|span'|c or'lg'ln
"1111"; "Information services Division Male Hispanic”;"1";"53 6"}
"1111"; "Information Services Division Male wh'lte,/Not H'|spamc or'lg'l
"1111"; "Information services Division Male"; Resu'lt "31" 69,442";
"1111"; "Information services Division”;"Result” "Result" "68" "68,054'
"overall Result";"overall Result";"overall Resu'lt";"overa'l'l rResult"; "1
3] i |

Export to CSV File

Personnel Area >

1110

11

Full Time Classified »  Full Time Classified . Ful Time Exempt . Full Time Exempt

#ofEmployees  ~  Avg Salary 7 #ofEmployees T Avg Salary =

Gender>  Ethnic Origin = 5 5
Dept of Personnel Female 10iNot assigned g 57,114

American Indian/Alaskan 1 63,468 1 61,032

Asian or Pacific lelander 6 43914 1 80,000
BlackiMot Hispanic origin 3 43364

Hispanic 1 141,548

Vihite/Not Hispanic crigin 86 49,744 5 87,977

Result 24 50,393 2 91,558

Male American Indian/Alaskan 1 111,456
Asian or Pacific Islander 2 32970
Blackilot Hispanic origin 4 49,902
Hizpanic 3 43,028

White/Not Hispanic origin 16 54259 2 105,480

Result 25 50,511 3 107 472

Result 108 50,420 11 85,888
Information Services Division Female Asian or Pacific Islander 5 66,125
Blackilot Hispanic origin 2 59,106
Hispanic 1 60,420

‘White/Not Hispanic origin el 67,784 3 100,892

Resutt 37 66,891 3 100,882

“ SAP/BW/BI exports .csv files as semi-colon separated values.

—

Section 10: General Topics / Exporting Report Results




Export to MS Excel File

The example below describes how to export the results of the Minority Distribution
report to MS Excel from the BW/BI Toolbar:

Click on the Export to Excel button on the toolbar

Minority Distribution
Display As Table ﬂ Information | Send | Print Wersion | Export to Excel | Comments |
1E
* Columns Export to Excel Full Time Classified ..
#of Employees  ~
* Key Figures
e Personnel Area = Gender =  Ethnic Origin &
* Pe | A
rEonnEl Area 1110 Dept of Personnel Female  10/Not assigned 3
= Gender
Armerican Indian/Alazkan 1
= Ethnic Qrigin
e Azian or Pacific klander G
= Organizational Unit Black/Mot Hizpanic origin 3
File Download —
Savein ‘@Desktnp M o T '
_ : I3 variables
Do you want to open or save this file? ,j @:—Emn .
Recent wap
[x] j Name: Z_STANDARD_\WEE_TEMPLATE.xs _ | [E2webTenplate
- — |22 Web Temps GMAP
1l Type: Microsoft Excel Worksheet, 2,94 KB @ =] ARK DO NOT DELETE PAYROLL VALT.s
From: myhrms.wa.gov Dok e
I Ig](:usbom Reports run time.xls
) personnel Areas.xls
[ 0pen ] [ Save [ Cancel l [g7)Requests for Information
|57) Team Folder Business Warehouse
|52 Training
While files from the Intemet can be useful, some files can potentially (] [ Im [
@ harm your computer.  you do not trust the source, do not open or n- o 2_STANDARD_WEB_TEMPLATE x4 b e
save this file. What's the rsk? 1 i = ——
My Network | Saveastyps: | Microsoft Excel Worksheet ~ [ cancel |
Click Save on the File Download box Determine the location for the file to be saved and click Save
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Export to MS Excel File

o _ _ File Download
To open the file without saving, from the File Download
dialog bOX, click Open. Do you want to open or save this file?
lgj Mame: Z_STAMDARD_WEE_TEMPLATE.xls
i} Type: Microsoft Excel Worksheet, 2.94KE

From: myhrms.wa.gov

You may get a warning about the file being in a qen — ne
different format...click Yes and the file will open. Lo - Lo |

Microsoft Office Excel Lizeful, some files can potentialhy

List the source, do not open or

’E The file you are trying to open, 'Z2P4_C01_TEMO3[1].x1s', is in a different Format than specified by the file extension, Yerify that the file is not corrupted and is from a trusted source before opening the file, Do wou want to open the
L

file now?
(e ] [ree ]

Microsoft Excel - Z_STANDARD_WEB_TEMPLATE[1].xls
@__] Fle Edit View Insert Format Tools Data  Window Help
P05 D S Rk G B A0 o @ T AL 24 00%
R Tk Wt 7 ML N N < | [ ) -3 | ¥ Reply with Changes... End Review... s : Arial . 8
Al - & Minority Distribution
A B [ ¢ | D | E
1 |Minority Distribution
2
The report will be opened |3}
o . iNu exceptions are defined
in Microsoft Excel. :
6 Full Time Classified # of Employees
| 7 |Personnel Area Gender Ethnic Origin
i"]']']ﬂ Dept of Perzonnel Female 10/Mot azsigned 8|
i"l‘l‘lﬂ Dept of Perzonnel Female American Indian/Alaskan 1
i"l‘l‘lﬂ Dept of Perzonnel Female Asian or Pacific lzlander 8
l"]ﬂﬂ Dept of Perzonnel Female Black/Mot Hizpanic origin 3
i"]']']ﬂ Dept of Perzonnel Female Hispanic
i"l‘l‘lﬂ Dept of Perzonnel Female White/Not Hispanic origin 66|
i"]ﬂﬂ Dept of Perzonnel Female Result 24
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The following example shows how to open a saved .xls file from MS Excel:

1. In Excel, select File/Open

3.

)\

|| Microsoft Excel - Book1

@J File | Edit View Insert Format Tools Data  Window

: N I Mew. .. Cirl+M

i |5 pen.. crl+0 |
Close
Save Ctrl45

; Save As...

3 Save as Web Page...

4 Save Workspace. ..

55?,, Tl File Search...

2.

Export to MS Excel File

Locate the file, select it, and click

on “Open”

Open mm
Look in: (@ Desktop ] @- 2 X z@-
@ My Recent Mame = Date Modified Size  Type b]
Documents | |2 peskiop Stuit 1j14/2013 10:42 AM File: Folder
[} Desktop [C)House. 122013 1:53 PM File: Foldsr
[S)Patterns 1/11/2013 8:13 AM File Folder
2 ggmments [E5)PU revised 6,201 11/14/2012 9:28 &M File: Folder
- 1E5)5elf Paced revised 6.2011 11142013 B:49 AM File: Folder
& Cgmpute, E2] account all history. <lsx 1/10/2013 3:06 PM 114KB  Microsoft Office Exc...
g My Network @BD ACCOUNT EE HISTORY.xlsx  1f10/2013 2:53 PM 94 KB M!cmsnft OFF!ce Exc...
Places KB WTT.xdsx 148/2013 2:12 PM 249KB  Micrasoft OFfice Exc...
@Business Warehouse 1j14/2011 11:02 AM 1KB Shortcut
@CEH Phone Usage Wage Types 5. 1/9/2013 9:23 AM 242 KB Microsoft OFfice Exc. .,
¢ Gl on ofmapoly003.ofm.wa.ld Bi21/2012 9:08 AM 1KB Shortcut 3
[ HRMR Project 9i13/2011 1:14PM 1KB Shortcut
| {incrity Distribution, xls | 1/14/2013 11:26 AM 4KB  Microsoft OFfice Exc...
i Portal Reports Inventory. zlsx 1§3/2013 £:39 AM 28KB  Microsoft Office Exc...
[3)54F Development 8/31/2011 10:15 AM 1KB Shortout
[a) shortout bo Business Warshouse 11f1/2012 10:36 AM 1KB Shortout
[5)5hortout bo Project Documents 12§27/2012 7:51 AM 1KE Shorkout m
@JWZ Counk 12.26.xlsx 12126/2012 2113 PM 92KB  Microsoft Office Exc... M

Result: reports is
displayed in Excel

M

* el *‘mht;

Cancel

=]

|| Microsoft Excel - Z_STANDARD_WEB_TEMPLATE.xls sy by * g
%1 File Edit View Insert Format Tools Data  Window Help

AN NEVETIE TR A U WV R AR RN N R SR AN 0 R
IR Wack W W20 7o A N < | & =y (§A | ¥4Reply with Changes... End Review... H  Arial -8

Al - # Minority Distribution
| A B =T D [ E

1 ||.|inorig Distribution 1

2

3

4 |No exceptions are defined

5

6 Full Time Classified # of Employees
|7 |Personnel Area Gender Ethnic Origin

8 M110 Dept of Personnel Female 10/Not assigned 8

9 M110 Dept of Personnel Female American Indian/Alaskan 1
10 M110 Dept of Personnel Female Asian or Pacific lslander i1
1l M110 Dept of Personnel Female Black/Mot Hizpanic origin 3
a0 Faaan Do S ;

When converting to an MS Excel file, conditions/exceptions, navigational settings and cell formatting are retained

upon export.
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Export to Adobe PDF

The example below describes how to export the results of a report to a Adobe PDF
from the BW/BI Toolbar:

Click on the Print Version button on the toolbar

Bl Reports
Organization Management | Personnel Administration | Time Management | Payroll | Financiale | HRM Performance Measurement | Grievance Reporting |

Affirmative Action Flexible Reporting

Affirmative Action Flexible Reporting

e
Display As [Table [=] [ Information || Send |[ Print Version || Export to Excel || Comments |
T Business area & Organizational Unit & Job Class Code®  EEO Category &
P 1110 Department of Perzonnel 30000482 Dipee=assacnac oz R e —
P m—
e B
1-\_?'.{:/-;' MR https: /ftest-myhrms, wz ¥ ﬂ 2| X Google 2~
Scaling Factor - !
: File Edit View Favorites Tools Help
@ Fit to page width R ' e —
[v]| Repeat column headers Theme: w [lu EBEx Web l I @ v G5 B deh v |:ohpPage ~
Ubitto pzge Size: Legal 85 14 Inch - ; - i [ Yy i *
 Poster . __l ; =] S E & e B[] i@ @[] i H R
[ Repeat lead columns B -

Header H
Margins Left:
Center:
Top: Right
Bottom:
Left:
Right: Footer
Left:
Center:
Right

(=]
e Done o Trusted sites H 100% v

At the Export Dialog box, select the Size and Report is opened in a new window in PDF format.
Orientation that you want and click OK.

Section 10: General Topics / Exporting Report Results

11



To save the file, click the Save icon:

Export to Adobe PDF

B

BEx Web

[ ]

e

FFEELSTRCDIESEC] < [

Click to save this file to your computer or another location|

Static Filters
Fosm

Crynamic Filters
Camndar Yaanbenh
Employnent Stalus
Ky Figures

Ecsirmes s

Cannn

5 Actten; 1 irmcive

Telsl Employsai

1110 Suparinerd of Pescnsal
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Wanables
aydabn {dnshad fram T9_CALMG) C4B00000
[r——— Oiganizalsral Usit ok Clk Coda = | EED Cutmgsey = Pt Feaca = bty
Save a Copy... 1150 Dapartrvart of Pancsnsl 30000402 DRECTOR'S OFFICE = A5 Pamsnemicnss RS Whis (B2 Wet HisparisiLatns
Fus.®
Save in: | (& Desktop M Q2 eE gE 42 oo |75 nma (B2 MetHsmneatns
Flusar
Lé %My Documents e |‘3| |5 | Whie [ B2 | Mot Hipaaitieine |
My Computer . R M (Bl Hmpmnlain
Sl | - Determine where you T
Documents | |3)4.24.09 Payroll . HE jC S S L [ [ et HpenictLotne
T —q | |[EDARS Restrictp1 want to save the flle, Leces
@ [ Animated Clipart . . s 9
Do [l give it a “File name
|C7)BI books .
T . | |C)Biennium varizble steps an d C l]c k Save .
gl I3 College
) Compare
B Docmen IC5) Count Employes
|C3)Data Warehouse Lifecyde Toolkit downloads
ﬁ [C3)EE History
[CIJHCA Test
My Computer .
€[] ]
" Y
File name: |Mhﬁﬂuﬁl§ IL] [ Save ]
My Network ||Saveastype: | Adobe PDF Fies [*pdf) [v] [ concal |
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Export to Adobe PDF

The following example shows how to open a saved Adobe PDF:

1. In Adobe, select
File/Open:

Locate the file, select
it, and click on “Open”.

Result: reports is
displayed in Adobe:

[E® Adobe Reader

File |Edit View Document Tools Window Help

{:ﬂm|,§

Create Adobe PDE Dkne. .

&) Start Meeting...

Open

Digital Editions

Look in: |@ Deskiop H Q ¥ B E-

Documents

IC)Transaction RSA1.SE16
L

My Recent [ZAM

=

Dieskiop

My Documents

My Computer

Wy Netwark

@Eusiness Warehouse

1HDW%ZDhJ%ZDEnhanEE%ZDSAP%ZDEEx%ZDWEIJ%ZDAHE\ zer Yo20(0ANALYSIS PATTE|
"%)Pos Per Msir List AH.pdf

52 Shorteut to Front-End Testing

[g7shorteut to Report Test Saripts

(a2 Shorteut to Reports

7| SOTBookManuscript-Ch 1-2.pdf

|5 Team Folder Business Warehouse

[+ ufi2]
File name: |AA Flex Reporting.pdf M COpen
Fies of type: | Adobe FDF Fies - pef) [v] Cancel

| AA Flex Reporting.pdf - Adobe Reader

File Edit View Document Tools Window Help

B

B & e eefn 4 E-

Static Filters

None

Dynamic Filters

Calendar YearMonth 04/2009

Empioyment Status 3 Active: 1 Inactive

Key Figures Total Employees

Business ares 1110 Department of Personnel
Variables

Keydats (derived from Z°_CALMO) 04/30/2009

Business area Organizational Unit 7 Job Class Codg

1110 Department of Personnel 30000492 DIRECTOR'S OFFICE 1065
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